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In this age of rapidly changing information, it is
becoming more and more necessary for administrators to have
key information at their fingertips for making critical
decisions. Many building level administrators find it very
time consuming to collect and present requested information to
the central office on the well-being of the school. Too often
the collection of information is done manually over a period
of time. On-demand reports that deviate from the normal
requested reports create a panic attack for most
administrators (Jones 1987). This results in reports
submitted that provide partial or incorrect information to the
central office. This also results in requested information
being forwarded too late for the purpose it was initially
intended.
The many developments in the field of technology have
enabled our society to reap the benefits of the many gadgets
that make our day-to-day existence more convenient. We have
experienced the wonders of the calculator, copying machines,
and typewriter. And now, we are experiencing the features of
these devices incorporated into what is called the computer.
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Throughout history, education has never been the "lead dog" in
utilizing and introducing technology to the general public.
This position has always been presented by the business arena,
the military, and the federal government. Normally, with a
proven track record, educators jump on the bandwagon.
With the advent of the microcomputer it is possible to
process large amounts of information in a short period and
generate on-demand reports without time being a critical
factor. Most school systems are using computers for
administrative purposes on both the middle and top management
levels (Goldstein 1985). Although a powerful tool, the
microcomputer is not being used to its fullest potential. In
offices, it is used as a glorified typewriter. In computer
jargon, this is called word processing.
With the knowledge of the potential of the microcomputer,
the administrator has a powerful tool at his fingertips. Not
only can he perform the functions of word processing, but also
the functions of spreadsheet and database. These are
practical application programs that allow the administrator to
manipulate information in many ways to generate reports that
may be needed. The most critical problem of all is how do we
get administrators to begin personally utilizing the
technology.
The answer is simple - education. Required staff
development courses in utilizing the microcomputer will help
eliminate the fear of the technology that leads to its
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rejection. Today, we have many software packages that are
designed to reduce the fear factor and make the microcomputer
user friendly. With the right staff development training, the
microcomputer can become a powerful friend of the
administrator. The collecting, processing, and generating of
reports needed by the central office on students, faculty,
staff, curriculum, etc. can be made available as needed for a
smoother operation of the instructional program (Fidel 1987).
How To Use This Guide
It is intended that this manual will serve as the
foundation for familiarizing administrators with the features
and applications of the microcomputer as a necessary tool for
processing information. Chapter II presents references to the
evolution of the microcomputer and its acceptance by
educators. Normally referred to as the hardware, it comes in
many configurations and versions made by different
manufacturers. This chapter also presents some of the many
software packages that are commonly in use by educators. The
preceding chapter deals with a step-by-step approach to the
planning, designing, developing, and utilization of a simple
database that can be adapted for most school application. It
is designed to remove the stress and fear that most new users
experience when introduced to a new form of technology.
Regardless of the software package used, the concepts
presented here will still apply.
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The Problem
Due to the fact that in the educational arena most
educators find themselves the last group to take advantage of
the technologies thrust upon them, society's acceptance of the
technologies goes through a metamorphosis. Thus, to enable
administrators to accept and utilize the microcomputer, a user
friendly manual that is not too technical in scope is
presented here for possible applications. It is intended that
this document will be developed to serve as a guide. It will
take the administrator through the necessary steps to become
computer literate in designing and constructing a database for
processing information. Commencing with Chapter IV the user
should have access to both a computer and the software package
ENABLE.
Procedures
This manual is not intended to be technical in scope.
Because of the nature of the topic being covered, certain
technical terms will be presented with explanations. The
reader must understand the difference between hardware and
software. Hardware is the equipment itself, and software is
the application that makes your hardware perform many tasks.
Following the definition of key terms, the reader will be
taken through a series of steps to help understand and master
the creation and manipulation of a database. At the end of
each chapter, a quiz is presented to ensure that the
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administrator understands the material covered.
In actuality, the reader will be able to construct a
database by following the instructions in this manual. Once
the like-information is known, the reader will find it very
easy to use the information presented in this manual. The
instructions given begin with a concise list of learning
objectives to be accomplished - skills that the administrators
are expected to acquire as a result of their work at the
computer. Along the way, administrators also learn computer
concepts and terminology. Many of the applications covered
are general in scope and are presented in a manner that offers
a transfer of knowledge to similar software packages.
The Expected Results
The expected results of the development of this manual
are four-fold:
1. To introduce the microcomputer
2. To make the technology less threatening
3. To introduce the power of a database
4. To get administrators to use the microcomputer
routinely.
With the above accomplished, the administrator will feel
confident when information is requested by the central office.
All he or she needs to do is to turn to the microcomputer and
by issuing a few commands, the information is presented in
seconds. The material in this manual is designed for the
administrator's understanding of database and for school use.
The overall instructional design is based on, regardless of
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the database software selected, the common wisdom that
experience is the best teacher. Skills learned by doing are
far more secure than those learned only by reading. Because
it is impossible to learn database skills without using some
particular database software on a computer, good learning
material must come to grips with a myriad of details. This
manual will utilize the ENABLE software package and any IBM
compatible hardware can be used. The information presented
will be general in nature in that the knowledge is
transferrable to any other software or hardware.
The Targeted Population
The population targeted for this manual represents
building level administrators. It also can be very useful for
teachers and administrators at both ends of the organizational
structure. Building level administrators are faced with the
task of collecting and summarizing information about the
school for submission to the central office and other parties
on a need to know basis. Therefore, it is important that they
are exposed to the microcomputer.
A major goal of the manual is that the administrator will
see the microcomputer as a tool for use throughout the school
curriculum. In particular, the administrator should see the
benefits of applying database skills to any problem that
requires searching through a large collection of information.
The backbone of the given instructions is a sequence of hands-
on activities to be carried out at the microcomputer.
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Definition of Key Terms
Boot System: refers to turning the computer's main
switches on so that the software program can be
activated and the user can begin communicating with
the system.
Central Processing Unit (CPU): refers to the hardware portion
of the microcomputer systems that processes large
amounts of information. It is the brain unit of the
computer that communicates with all the other parts of
the system.
DataBase: represents a file cabinet that contains records of
like files. It allows the user access to the records
for presenting reports based on the information
contained in the file.
Data Entry: refers to the physical input of information into
memory of the computer to be processed by the central
processing unit, the keyboard represents the most
common, but not the only, data entry device.
DOS: stands for disk operating system. It is the master
operating software that allows the user to issue
esoteric commands that allow for the general commu¬
nication with hardware and serves as a management tool.
File Neune: is a unique name assigned to your database.
This name must begin with a letter and can be followed
by a number. No spaces are allowed and must be eight
characters or less.
Flat File: refers to a database that has no linking field
that would allow it to be interfaced or accessed by
another database file.
Forms: are of any types and are usually designed during the
planning phase of the database for the structure of
the database, (aesthetic) of the input form, and for any
design desired for generating reports.
Hardware: represents the parts that make up the system called
the microcomputer. Common parts are the monitor,
central processing unit, disk drives, keyboard,
printer, etc.
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Interaction: is the maintenance function the user will be
involved in to ensure the integrity of the database.
Mostly to add, edit, delete and upgrade records in the
database.
Memory: refers to the maximum amount of information the
central processing unit holds or stores at any given
time. The memory of the system is usually given in
KILOBYTES or MEGABYTES to indicate its size.
Menus: are screen designed with selections to lead the user
through the executions of commands that causes the
computer to be user friendly and enables completion of
complex tasks without the user having a technical
knowledge of the computer.
Records: make up a file. A file contains common records.
Records are individual collections of information or an
entity.
Relational File: is a file that has an indexed or common
field that allows it to be accessed or merged by axflTa:
database with a similar common field.
Software: refers to the application program that contains the
logic or instruction that gives the microcomputer the
ability to crunch/process large amounts of information
in a fraction of the time that it would normally take
to be completed manually.
SUMMARY
The instructions presented in this manual are sometimes
difficult to understand the first time just through study.
Subtle points can be missed, especially since the commands and
concepts are seldom discussed exhaustively in the accompanying
descriptive material. Yet, a thorough understanding of the
information is one of the most important (and most neglected)
needs of a user of any database. Thus, at the end of a
preceding chapter, a quiz will be available to ensure
understanding before proceeding to the next chapter.
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The knowledge gained by completing all the information
presented in this manual should enable the administrator to
construct a database with renewed confidence. Also, this
knowledge is transferable to other software packages outside
of the demonstrated ENABLE software package. Most school
systems utilize a database provided by the central office that
comes with instructions for its use. The problem with this
service is that it does not allow the administrator the
opportunity to be creative and tamper or go beyond the given
parameters spelled out by the system. This manual is offered
as an alternative for the administrator.
The user should read each chapter carefully and answer
the questions at the end of each chapter commencing with
Chapter II. Also, in implementing the instructions it is
imperative that you are sitting at the computer and entering
the given instructions to maximize the knowledge of the use of
the database software package. The ENABLE database software
was selected for this demonstration and many of the




Anderson, Cooper and Demsey (1986) is one of the easiest
to read and understand books on dBASE. The information in
this book is organized into tips and traps. The tips point
out how to accomplish tasks quickly and efficiently and focus
on real-world data processing tasks. The traps gave warning
about problems that occur in the operation of dBASE III.
Information is presented in small, goal-oriented units that
help the user in understanding the processes. The design of
the book gives the user the tools needed to accomplish one
dBASE task and then another until proficiency is accomplished.
Beam (1987) described and explained the Nantucket Clipper
Compiler. It discusses the methods and techniques used with
this program. The discussion of this program begins in
Chapter I, with a review of proper program structure.
Excellent tips on organizing and naming program files are
presented. Excellent explanations of the program, database,
and index structure of sales management system examples are
included. It discusses program initialization techniques-
including multi-level password entry schemes, the creation of
database files within an application, and presents two good
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methods for generating light-bar menus. Data entry and change
techniques are demonstrated and data list and print routines
are discussed in detail. How to perform data back-up
operations from within an application is also shown.
Brownstein (1989) presents the material in his book so
that it appeal to a new generation of users. He wrote dBase
IV to target both experienced and first-time dBase users. His
explanations show the user how to control database design,
analysis and reporting tasks. For the beginner, dBase IV
gives detailed explanations on how to design, build, analyze,
and prepare reports, labels, and letters with a minimum of
programming. For the advanced users and system developers, it
provides a sensible approach and guided instruction that will
aid in developing forms, reports, and other needed materials.
Chorafas (1989) is a handbook on database management. It
discusses the architecture and software strategies used in
database management. Data processing, data communications,
and databasing are also discussed thoroughly in the book.
Each is compared and contrasted to the other. The differences
between mini- and mainframe databases are explained it is easy
to read and apply.
Fidel (1987) explains how to perform data requirements
analysis, and how to represent the outcomes of these analysis
in a formal comprehensive model that is useful for examining
software and hardware. This book is suitable either as a
textbook or as a handbook for system analysis, users, and
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information specialists who want to design their own database.
It explains and gives definitions on the operations explained
in the book. It is also useful in showing the user how to
collect data that can be used and gives procedures and
examples on how to use the operations.
Frost (1984) compliments existing literature on database
management systems. The book is written using terminology
that persons with previous database experience can understand.
The text, after the introduction, is divided into three parts:
Fundamentalism, Case Studies, and the Conclusion. The purpose
of the fundamental part is to set the scene for the case
studies. The case studies presented in Part 2 refer to real
applications. Each study was written by the person who was
responsible for the applications described. Section 3
summaries the points in the chapters, including concepts and
terminology. Part 1 was a plus for the user with no
experience in database. The case studies provided additional
help in understanding the terms in the book. It would be good
to use as a back-up reference source.
Goldstein (1985) discusses and demonstrates the potential
impact of the database concept in technology. The book was
written for business students. The design of the book enables
anyone to use it even if he/she has very little knowledge of
computers. This book is organized for easy reading and
application. Database technology is presented first and then
topics associated with applying the technology in
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organization. It introduces the major concepts and objectives
of database management and offers a brief historical overview
of the field. It discusses managerial issues associated with
implementing database concepts in organization and getting the
most benefit from the program. It concludes with discussion
of topics that are being researched, and an appendix that
discusses a number of currently used approaches to the
physical organization and manipulations of data.
Hoffer (1988) introduced database management to the
reader who has had no previous background in database
management. The realistic case examples illustrated important
concepts throughout the text. The summaries included at the
end of each chapter helped the reader to review the major
concepts that each introduced, chapter reviews helped to
refresh the reader's memory about important points stated, and
review questions checked the reader's understanding of the new
terms and important ideas. Problems and exercises required
the reader to apply prior knowledge to realistic situations.
The glossary was useful for defining unfamiliar words.
This book presented the basic concepts of database management.
It introduced the database environment; described the basic
concepts or characteristics of data, introducing the concepts
of entities and entity classes; and introduced base planning,
giving detailed descriptions of the physical and logical data
organization most often used in database systems. It also
introduced physical data organization, described the data
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structures used to build and manage databases, introduced data
macros, and discussed database design and the organizational
process of database administration. Additionally, some
implementations of database management systems were discussed.
These included data management software and implementations of
the hierarchial data model.
Humphrey (1986) introduces the fundamentals of
information retrieval. He emphasizes the advantages of
computerization by initially giving authentic example of
retrievals and describes how to store and organize information
on controlled indexing vocabulary and how to develop an actual
search strategy. This can be understood without having ready
access to a computerized retrieval service because the writer
used a "generic" approach. In addition to giving detailed
explanations on how to use the computer as an information
retrieval tool, he provides a list or databases to retrieval
services that are available to consumers if needed.
Jones (1987) discussed databases of the first definition.
The book contains three sections. Part 1, database, is looked
at as the principal feature of a database system. Part 2
discusses administering, creating, and maintaining a database.
Part 3 discusses existing database systems. Dividing the book
in parts enabled the reader to follow the outline of the book
better and simplified the processes discussed. The case
studies, examples, theories and applications aid the user in
applying ideas and techniques.
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Lima (1989) discussed the new features of dBASE IV-what
they are, how to use them, and ways to make them work better.
The topics covered and examples make the conversion to dBASE
IV easier for the user or programmer. Explanations on using
new commands and functions were very useful. However, the
chapter on programming tricks and techniques was the most
helpful and interesting. The examples given within the
chapters gave the reader a better understanding of the dBASE
program. An overview of all the new features of dBASE IV
gives examples and practice on how to use the control center
and some of its components. It introduces new commands and
tricks. The menus and math user programming are helpful
because they showed quick ways to work through programs.
The discussions on template language and products for dBASE
compare dBASE IV with seven competing products. This book
was very interesting, mainly because it focused on the
features of dBASE IV, its uses and performances.
Liskin (1989) gave an excellent account on how to use and
understand dBASE IV. The first three chapters introduce the
essential data management concepts that serve as the
foundation for all the work done on dBASE IV. It included a
basic approach to application design that can be used
effectively by a person with no formal training in system
analysis. It described in detail the general strategies and
specific commands that are used to build and maintain dBASE IV
databases and explains how to define a variety of custom forms
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to display or print data. The concepts one needs to understand
in order to work with multiple database files and manage the
multitude of disk files that an application generates as it
grows and matures are introduced. These are followed by
descriptions of a variety of ways to customize the dBASE IV
working environment to suit personal preferences and the
requirement of applications. Some of the problems involved in
transferring data between dBASE IV and other programs are
addressed.
It also presents a brief introduction to writing simple
batch-type programs at a level geared for people who do not
necessarily intend to become advanced programmers, describes
the applications generator, which a non-programmer can use to
build a network of menus linked together previously defined
components of a database application, and presented an
excellent overview of networking and security issues. It is a
great book for beginners.
McClelland (1985) discusses the prompts necessary to
crate a database and explains step-by-step how to create a
perfect database. The requirements needed to execute the
programs are discussed in detail. This is very useful to the
user. This book also shows that database does not have to be
expensive or confusing. The examples, practice, and
application included in the book make the applications easier
to understand and use. The glossary of terms is very useful
for the beginner using database.
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Ozkaraham (1990) divided his book into five major parts:
Operational Databases; Concepts in Database Design and
Management: New Features in Contemporary Database Management;
Design, Refinement, and Integrity or Integrated Databases; and
Practices. He discussed basic database concepts, then
continued with the theoretical framework needed in database
design. He also dealt with multi-level database ground work
while introducing the theory of new concepts of contemporary
database management that coexists in the multi-level database
system. The second part discusses conceptual scheme and
information systems design from a system's perspective and
also demonstrates how the integrity of such systems can be
enforced. Finally, is a practice part that presents
illustrations of conceptual modeling, multi-level database
management, and basic practice on the computer. The intended
audience of this text is academicians and practitioners,
computer science students, business majors using computers and
advance computer tech students. This would be an excellent
reference tool for users with basic knowledge of database
management.
Peter (1985) gives an introduction to the ideas of
database management. His aim is to outline the salient issues
and techniques to intelligent amateur and professional. He
details how information can be organized on the microcomputer
and simplifies this process by comparing it with where
personal information is usually kept at home. He explains how
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databases can be used to better utilize the microcomputer.
Schulmer (1985) is designed primarily as a guidebook for
understanding the microcomputer and database. It addresses
two themes: the impact of computer technology on supervisors
and the value of computer concepts to the supervisor. It
highlights selection techniques for both hardware and software
including management consideration for both and software
development and control. It provides the user with an
introduction to the influence of information processing on
managers and when used as a guide will increase their
effectiveness.
Shore (1989) wrote his book for the small business owner
who is considering adding a computer to his operation. In
each chapter, he focuses on a different aspect of
computerizing a small business. It is designed to cover
concepts and techniques used daily. It includes advice on
purchasing software; discusses word processors, spreadsheets,
databases; and telecommunications. Also included are
explanations on the differences between single-user and multi¬
user systems. It concludes with discussions on getting help
from consultants, deciding where to purchase the computer,
implementing the new system, and training on interacting with
this system.
Simpson (1989) wrote this book for beginners. It can
serve as a tutorial because it focuses on the practical and
efficient techniques for "getting the job done." It will aid
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in the development of specific skills in using dBase IV by
providing step-by-step instructions for managing data. These
instructions are hands-on. It will also aid in developing a
broad understanding of the vast potential and capabilities of
dBase IV because of its general examples. Techniques for
storing, retrieving, sorting, searching, and printing
information are presented. How to manage information in a
database is described. This includes designing custom
screens, preforming calculations, and managing related
database files.
Tenopir (1988) introduces the processes and skills needed
by individuals who want to design and create a textual
database. Included in the text are necessary background
information on micro-computers hardware, software and
indexing. What makes the book understandable is the how-to-
do-it advice included in each chapter. The steps for creating
a textual database using the computer are excellent for the
user who needs to create complex databases. The text is easy
to read and follow.
Summary
This chapter contained the critiques of some of the works
examined in planning and writing this thesis. It can serve as
a background of information for one who wants to know what the
literature says and supports in reference to database. The
decision to write this thesis was based on the review.
CHAPTER 3
GETTING STARTED WITH THE DATABASE
It is important to know the major components that enable
the software to perform the many features and routines
necessary to create the database and to generate different
reports from the database. In this chapter we will address
the concepts of Knowing Your Database Software, Planning the
Database, and Default Forms of the Database. There is a
normative quiz at the end.
Knowing Your Database Software
There are several database software packages that one can
obtain from any software vendor or can have written by any
competent programmer. Some of these programs are limited in
their ability to merge with other databases and in the
manipulation of their own data. Because these products are
mass-produced, tested, and serviced by their manufacturer; the
user always has some one to turn to for technical advice. The
problem with independently-developed software by programmers
is the reliability of service when needed. Thus, it is
advisable to purchase an off the shelf package that has the
backing of a technical support group.
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Of the many software packages that one can purchase off
the shelf, this writer has settled for the ENABLE software
package for three reasons: (l) it was the first database
program I was trained to utilize, (2) it is menu driven and
easy to follow the on screen instructions; and (3) it allows
the creation of both flat files and relational files. In
addition, it is an integrated software package that offers the
user the features of word processing, spreadsheet,
telecommunication, and database.
Planning the Database
If one accepts the idiom, "The man that fails to plan,
plans to fail,” then the same can be said of your venture
into the enclaves of a database. To prevent that pitfall,
this section takes you through the planning process needed to
be successful in the database enclaves.
A database can be looked at as a cabinet filled with
client or student records. Each record calls for the same
basic information on each client or student. In your cabinet,
you have some system of organization. Normally, this system
of organization is the alphabetizing of the records. If one
has a cabinet of three hundred records and needs to retrieve
certain information from each record, this can be very time-
consuming. Let us say the information is the date of birth of
each student. You will have to start with the first record
and proceed to the last record to retrieve this data. By
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computerizing this process, this task can be completed in a
fraction of the time of the manual requirement. Before
creating a database, you must plan ahead and identify the
information that will be collected on each student. Once this
task is completed the information is classified as text data,
numeric data, or alphanumeric data. From this explanation, a
database is first assigned a name (i.e. Student Records). Each
record in the database is comprised of similar information
placed in locations called fields. The fields are either
text, numeric, or alphanumeric.
Default Forms of the Database
There are three important forms that must be addressed
for the database to be functional. ENABLE provides these
forms as defaults or the user can design his own. When
designing the database the form that must be first addressed
is the database form. This form is used to store the database
data and the other forms will be centered around the
information and its type when they are designed. Once the
database form is designed, it doesn't matter whether the input
form or the report form is designed next. A database may have
several input and report forms, but only one database form.
The input form may be designed to enter all or some of the
information identified in the database. Likewise, the report
form may be designed to present all or selected information
from the database.
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Once the database is designed, the user can generate any
report of his choosing by designing the appropriate forms to
show on the monitor or to receive a printed copy. Thus, the
limitations of the database is left up to the creativeness of
the user.
Summary
In this chapter the three basic concepts one needs to
understand to get started with his own database software were
addressed. Knowing database software includes knowledge of
available software packages, their limitations, and the
importance of reliable service. Planning the database
includes step -by-step instructions through all aspects of the
planning process. Default forms of the database includes the
three forms needed to make a database functional. They are
the database form, the input form, and the report form. The




1. The integrated database software used to demonstrate
the concepts of database is called?
2. A database is a collection of similar .
3. The database is referred to as a .
4. The ENABLE package is referred to as the .
5. In a database are made up of several fields.
6. are identified as either TEXT or NUMERIC.
7. is a critical step in the design and
constructions of the database.
8. The first form to be designed is called the
9. The is used in the data entry phase
of the database.10.To receive a printed report from your database the
form is used.
CHAPTER 4
DESIGNING THE DATABASE FORM
In this chapter we will look at the database from another
point of view. This will allow us to see how to identify the
type of information needed, the design and actually design a
student database.
In the design of the database, one must be careful in the
assignment of names for the database form, input form, and
report form. The name should enable the reader to identify
the database from another database. Also, the name should be
eight or less characters long and begin with an alpha
character. It cannot begin with a numeric character and
include any spaces or special characters (i.e. 1, §, %, -, +).
Let's begin with the design of a database called STUDENT
RECORDS. For simplicity, this database will contain the
following information on students referred to the principal's








In the planning process we assign an eight or less
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character name to our STUDENT RECORD database called
STUREC93. It should be obvious how the acronym was derived.
Likewise, we need to follow the same logic for the information
to be collected for the database. Each piece of data
collected is placed in locations called FIELDS. Thus, for the
database STUREC93, we need six fields. The fields are; (1)
student name, (2) referring teacher name, (3) parent name,
(4) parent home telephone, (5) parent work telephone, and




FIELD FIELD CODE TYPE SIZE
Student Name SNAME TEXT 30
Referring Teacher Name RTNAME TEXT 30
Parent Name PNAME TEXT 30
Parent Home Telephone PHPHONE TEXT 8
Parent Work Telephone PWPHONE TEXT 8
Date of Referral DREFER TEXT 20
In Table 1, we have listed the information to be
collected, assigned field names for the information,
identified the type of information to be placed in each field,
and specified the maximum number of characters that can be
placed in each field. Notice that parent home telephone is
identified as text instead of numeric. This is because the
information to be entered is not purely numeric, i.e. 880-8495
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has a special character (-) imbedded which gives it a size of
eight characters. For this student record database, this is
all the information we need and it is time for us to GET ON
THE COMPUTER.
Boot the System.
Load the software ENABLE. If the date and time for
ENABLE'S opening menu are not correct, enter correct
information or press enter twice. At the DO YOU USE PROFIIE
question, select no and press enter.
ENABLE now gives you the menu for selecting one of the
integrated software programs. Your first choice is from the
following:
Use System Help MCM Return to DOS
Select the highlighted Use System and Press Enter. Your
second selection is:
Word Processing Spreadsheet Telecom DBMS
By pressing the right or left arrow key, you will move from
one selection to the other. When DBMS is selected the
following options are presented:
Design Build Interact Report
Press enter on DBMS and also, press enter on DESIGN.
That is because you are about to create your database. Once
the database is created, you will not need to use this
selection again. The other selections will be utilized to
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interact with the database.
By pressing the enter key at the selection Design,
three options appear. They are:
Database-Definition Input-Form Report-Form
Select DATAbASE-DEFINITION and press enter. At the bottom of
the screen, a message appears. It calls for you to enter the
database name. Here you will enter the database STUDENT
RECORD name STUREC93 and press enter. See special note at the
end of this chapter. Press enter one more time at the
highlighted New File selection. The Database Definition menu
now appears on the screen:
Enter database description
Enter the name of the default input form
Enter the name of the default report form.
You are to now type in the database description Student
Referral Record and Filename (STUREC93) and press enter. Next
you will see ENTER THE NAME OF THE DEFAULT INPUT FORM: Type in
(STUREC93) and press enter. Next you will see ENTER THE NAME
OF THE DEFAULT REPORT FORM (STUREC93) and press enter. You are
now ready to begin entering the six fields for the database
and the technical information in Table 1 as each one is called





Enter is pressed after each selection. When the six








By making the above selections and pressing enter each
time you have created and saved your database form. The next
steps are to design the input-form and report-form before you
can begin entering data to the database.
SPECIAL NOTE; If the your database is to be saved on the
drive instead of the 'C* drive, which is sometimes advisable,
you should use the following logic when assigning a filename
to your database; A; filename (A;STUREC93).
Summary
This chapter outlined designing the database form. It
covered the entire planning process which included placing
data in locations called fields. If the detailed instructions




1. A Database is like a file cabinet that contains many:
A. Text Characters C. Records
B. Fields D. Database
2. The information collected in your file cabinet, like
your Database are:
A. Similar C. Varies
B. Different D. Both B and C
3. The filename for your database should be no more than:
A. 18 Characters Long C. 6 Characters Long
B. 12 Characters Long D. 8 Characters Long
4. Which of the following is not a valid database
filename?
A. lOUNCE C. CLASS1
B. ONEOUNCE D. STUREC93
5. Which of the following is a valid database filename?
A. B-GRADE C. BGRADE
B. B GRADE D. B.GRADE
6. A field that holds only the letters of the alphabet and
special characters is referred to as a:
A. Text Field C. Default Field
B. Numeric Field D. Both A and C
7. A field that holds only numbers is referred to as a:
A. Text Field C. Default Field
B. Numeric Field D. Both A and B
8. After the field is identified and defined it is
necessary to tell its:
A. Type C. Name
B. Size D. Location9.The Database is limited in its ability to perform the
functions of:
A. Word Processor C. Other Database
B. Spread Sheet D. Both A and B10.A Database is a convenient way to manage and
manipulate information collected in:
A. Records C. Filename
B. Forms D. None of the Above
CHAPTER 5
DESIGNING AND CONSTRUCTING THE INPUT FORM
In Chapter IV we completed the design and construction of
a student record database called STUREC93. Before the
database can be used, the other two forms should be designed.
They are the INPUT FORM and REPORT FORM. This chapter will
focus on the construction of the INPUT FORM. Let's take a




Technical Information for Input Form
FIELD FIELD CODE TYPE SIZE COMMAND
Student Name SNAME TEXT 30 ENTER
Referring Teacher Name RTNAME TEXT 30 ENTER
Parent Name PNAME TEXT 30 ENTER
Parent Home Telephone PHPHONE TEXT 8 ENTER
Parent Work Telephone PWPHONE TEXT 8 ENTER
Date of Referral DREFER TEXT 20 ENTER
The only difference between Table 1 and Table 2 is that Table
2 has a fifth column. This column indicates what action is
needed when the data is actually entered into each field.
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Entering Input-Form Fields
To begin the construction of the INPUT FORM the following
steps should be followed:
Boot Computer System
Load the ENABLE Software Program
Change Date and Time if Needed or Press ENTER
Twice to Accept Them.
Select NO for the Do You Use Profiles Question and
Press Enter.
The opening menu has four choices and you are to select
one:
Use System Help MCM Return to DOS
Using the right or left arrow key select USE SYSTEM and
observing the new choices:
Word Processing Spreadsheet Telecom DBMS/Graphics
Select DBMS/Graphics and press the ENTER key. Now you are
looking at the selection options of the database. They are:
Design Build Interact Report
We are still designing forms, and the form we are designing in
this chapter is the INPUT FORM. Using the arrow keys select
DESIGN and press the ENTER key and the following options
should now be visible on the screen:
Database-Definition Input-Form Report-Form
In Chapter IV we designed the database-definition, so we
will now select INPUT-FORM and press the ENTER key to
continue the process. To enter the input form name, use the
database filename 'STUREC93' that we assigned in Chapters 3
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and 4 and press the ENTER key. NEW FILE is now highlighted.
Press the ENTER key.
A new prompt now appears for you to enter the associated
database name. Type in 'STUREC93' and press ENTER. For the
input for description type in:
Input Information for the Database
Press the ENTER key three times. You are now ready to perform
the actual construction of the database INPUT FORM.
Input Form Data Field Construction
To ensure that the same fields used in the construction
of the database definition are used in the INPUT FORM
construction, the same field codes found in Tables 1 and 2
should be used. Before continuing the construction of the
database, read the six statements on the screen. The





Press any key and the screen should become blank. This is the
design screen. You can now position exactly where you want
the information to be entered. Press the ENTER key twice and
complete the following steps:
1. Press the SPACEBAR 20 times
2. Type in INPUT FORM and press the ENTER key twice
3. Type in STUDENT NAME: and press the SPACEBAR once
4. Hold down the SHIFT key and press the [F9] key
5. Type the fieldname SNAME and press the ENTER key
6. Press the ENTER key once to accept the NO option
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7. Press the ENTER key twice
8. Type in REFERRING TEACHER NAME; and press the
SPACEBAR once
9. Hold down the SHIFT key and press the [F9] key
10 Type in RTNAME and press the ENTER key twice
11. Type in PARENT NAME: and press the SPACEBAR once
12. Hold down the SHIFT key and press the [F9] key
13. Type in PNAME and press the ENTER key twice
14. Type in PARENT HOME TELEPHONE; and press the
SPACEBAR once
15. Hold down the SHIFT key and press the [F9] key
16. Type in PHPHONE and press the ENTER key twice
17. Type in PARENT WORK TELEPHONE: and press the
SPACEBAR once
18. Hold down the SHIFT key and press the [F9] key
19. Type in PWPHONE and press the ENTER key twice
20. Type in DATE OF REFERRAL and press the SPACEBAR
once
21. Hold down the SHIFT key and press the [F9] key
22. Type in DREFER and press ENTER once.
By following the aforementioned steps, you should have on your
screen the information depicted in Figure 1. Recheck the








Figure 1. Student Record Input Form Design
We are now ready to SAVE the database input form and begin
construction of the REPORT FORM. First, we will address the
following steps to SAVE the INPUT FORM.
1. Press the [FIO] key.
2. Press the ENTER key once to accept the given
default FORM DESIGN OPTIONS.
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3. Press the ENTER key once to accept the option
SAVE.
4. Press the ENTER key once to accept the option
SAME NAME AND DISK.
5. Press the [FIO] key.
6. Press the ENTER key once.
7. Use the RIGHT ARROW key to select QUIT and
press the ENTER key once.
8. Use the RIGHT ARROW key to select YES and
press the ENTER key once.
We have completed the design and construction of the
INPUT FORM and should review the aforementioned instructions
for a working knowledge of how to design the form. After you
have reviewed the information presented, answer the questions
at the end of this chapter. A passing score of seven or more
correct answers is needed before preceding to the next
chapter.
Summary
This chapter outlined the designing of the input form.
This is the second form needed in the database. It contains
Table 2 which has six fields each providing specific referral
information needed for completion of the input form. Detailed
instructions on data fields construction are also included.





1. The is constructed after the database
definition form has been constructed.
2. The input form is made up of several .
3. The fields are identified as either or .
4. The fields in the and the
fields in the input form must match.
5. The input form is used to data to the
database.
6. STUREC93 is referred to as a database .
7. The input form name should allow the user to tell the
type of information to be .
8. Without an input form, the procedure is not
possible.
9. Data entry is made possible by having an .10.The and keys are used to position the
fields on the input form.
CHAPTER 6
DESIGNING AND CONSTRUCTING THE REPORT FORM
In Chapters 4 and 5, we completed the design and
construction of a student record DATABASE DEFINITION and INPUT
FORM called STUREC93. We will now proceed to the design and
construction of the REPORT FORM. This chapter focuses on the
construction of the REPORT FORM. Let's take a closer look at
Table 3 for the information needed for this process.
TABLE 3
Student Referral Record
Technical Information for Report Form
FIELDS FIELD CODE TYPE SIZE COMMAND
Student Name SNAME TEXT 30 ENTER
Referring Teacher Name RTNAME TEXT 30 ENTER
Parent Name PNAME TEXT 30 ENTER
Parent Home Telephone PHPHONE TEXT 8 ENTER
Parent Work Telephone PWPHONE Text 8 ENTER
Date of Referral DREFER Text 20 ENTER
The only difference between Table 1 and Tables 2 and 3 is that
Table 2 and 3 have a fifth column. This column indicates what
action is needed when the data are actually entered into each
field.
Entering Report Form Fields
To begin the construction of the REPORT FORM the




Load the ENABLE Software Program
Change Date and Time if Needed or Press ENTER
Twice to Accept Them.
Select NO For The Do You Use Profiles Question
and Press ENTER.
The opening menu has four choices and you are to select
one:
Use System Help MCM Return to DOS
Using the right or left arrow key, select USE SYSTEM and
press the ENTER key. Again using the arrow keys and
observing the new choices:
I
,
Word Processing Spreadsheet Telecom DBMS/Graphic |
Select DBMS/Graphics and press the ENTER key. Now you are
looking at the selection options of the database.
They are:
Design Build Interact Report
We are still designing forms and the form we are designing in
this chapter is the REPORT FORM. Using the arrow keys,
select DESIGN and press the ENTER key and the following
options should now be visible on the screen:
Database-Definition Input-Form Report-Form
In Chapter IV we designed the database-definition so we
will not select REPORT-FORM and press the ENTER key to
continue the process. To enter the REPORT-FORM name, use the
database filename 'STUREC93' that we assigned in Chapters III
and IV and press the ENTER Key. NEW FILE is now highlighted.
39
Press the ENTER Key.
A new prompt now appears for you to enter the associated
database name. Type in 'STUREC93' and press ENTER. For the
report form description type in;
Report Information for the Database
Press the ENTER key three times. You are now ready to perform
the actual construction of the database REPORT FORM.
Report Form Data Field Construction
To ensure that the same fields used in the construction
of the database definition are used in the REPORT FORM
construction, the same field codes found in Tables 1 and 2
should be used. Before continuing the construction of the
database, read the six statements on the screen. The





Press any key and the screen should become blank. This is the
design screen. You can now position exactly where you want
the information to be presented. Press the ENTER key twice
and complete the following steps:
1. Press the SPACEBAR 20 times.
2. Type in REPORT FORM and press the ENTER key twice.
3. Type in STUDENT NAME: and press the SPACEBAR once.
4. Hold down the SHIFT key and press the [F9] key.
5. Type the fieldname SNAME and press the ENTER key.
6. Press the ENTER key once to accept the NO option.
7. Press the ENTER key twice.
8. Type in REFERRING TEACHER NAME: and press the
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SPACEBAR once.9.Hold down the SHIFT key and press the [F9] key.
10. Type in RTNAME and press the ENTER key twice.
11. Type in PARENT NAME; and press the SPACEBAR once.
12. Hold down the SHIFT key and press the [F9] key.
13. Type in PNAME and press the ENTER key twice.
14. Type in PARENT HOME TELEPHONE: and press the
SPACEBAR once.
15. Hold down the SHIFT key and press the [F9] key.
16. Type in PHPHONE and press the ENTER key twice.
17. Type in PARENT WORK TELEPHONE; and press the
SPACEBAR once.
18. Hold down the SHIFT key and press the [F9] key.
19. Type in PWPHONE and press the ENTER key twice.
20. Type in DATE OF REFERRAL and press the SPACEBAR
once.
21. Hold down the SHIFT key and press the [F9] key.
22. Type in DREFER and press ENTER once.
By following the aforementioned steps, you should have on your
screen the information depicted in Figure 2. Recheck the








Figure 2. Student Record Report Form Design
We are now ready to SAVE the database input form and
begin construction of the REPORT FORM. But first, let's
address the following steps to SAVE the INPUT FORM.
1. Press the [FIO] key.
2. Press the ENTER key once to accept the given
default FORM DESIGN OPTIONS.
3. Press the ENTER key once to accept the option
SAVE.
4. Press the ENTER key once to accept the option
SAME NAME AND DISK.
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5. Press the [FIO] key.
6. Press the ENTER key once.
7. Use the RIGHT ARROW key to select QUIT and
press the ENTER key once.
8. Use the RIGHT ARROW key to select YES and
press the ENTER key once.
We have completed the design and construction of the
REPORT FORM and should review the aforementioned instructions
for a working knowledge of how to design the form. After you
have reviewed the information presented, answer the questions
at the end of this chapter. A passing score of seven or more
correct answers is needed before preceding to the next
chapter.
Summary
This chapter detailed the designing of the last of the
three forms needed to complete the database, the report form.
It contained Table 3 which provided the information needed to
construct the form followed by step-by-step design
instructions. Also included were examples of how the form
should look at different stages of development and
explanations of what should appear highlighted on the computer
screen at given points. After completion of this form, you




1. The report form allows the user to view records of the
database on the:A.Screen B. Printer C. Keyboard D. Both A & B
2. Like the input form, the report form is constructed
utilizing the following keys:A.Shift/F9 B. Shift/F5 C. Shift/F6 D. ESC/F9
3. The report form can be a carbon copy of the:
A. Input Form/Report Form
B. Input Form/Database Form
C. Database Form/Report Form
D. None of the Above
4. The report form can have the following form name:
A. EDA694_93 C. EDA694
B. EDA6.94 D. EDA.694
5. Which of the following is used to generate a printed
document?
A. Report Form C. Input Form
B. Database Form D. ENABLE
6. The report form is one of the three forms and
it is constructed:
A. Before the Database Form
B. Immediately After the Database Form
C. Anytime After the DBF
D. Both A & B
7. The Shift and F9 keys are used to enter:
A. Field Code Names C. Captions
B. Report Filename D. Titles
8. If you do not remember the field code name, you should
check:
A. The Spelling C. Planning Table
B. The Hardware Manual D. The User Guide
9. All information relevant for constructing the report
form should be found by checking or utilizing:
A. Planning Table C. The User Guide
B. The Spelling D. The hardware Manual10.Reports are generated by utilizing the:
A. Input Form C. Database Form
B. Report Form D. Software
CHAPTER 7
THE DATABASE AND ITS USE
The database STUREC93 needed forms have been constructed
and the database is now ready for data entry. Once more we
must complete the following steps before this is possible:
Boot Computer System
Load the ENABLE Software Program
Change Date and Time if Needed or Press ENTER
Twice to Accept Them.
Select NO For The Do You Use Profiles Question
and Press ENTER.
The opening menu has four choices and you are to select
one:
Use System Help MCM Return to DOS
Using the right or left arrow key, select USE SYSTEM and
press the ENTER key. Again using the arrow keys and
observing the new choices:
Word Processing Spreadsheet Telecom DBMS/Graphic
Select DBMS/Graphics and press the ENTER key. Now you are
looking at the selection options of the database.
They are:
Design Build Interact Report
We have completed the DESIGN of the needed forms and need to
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proceed to add records to the database. At this stage of the
process, there are no records in the database. We will add
records shortly. Using the arrow keys, select BUILD and press
the ENTER key and the ADD menu will appear on the screen.
These steps should be followed:
1. Type in the associated database name STUREC93
and press the ENTER key.
2. Type in the INPUT FORM name STUREC93 and press
the ENTER key.
The INPUT FORM designed and constructed in Chapter V should
now be visible on the screen and we are now ready to begin








Figure 2. Student Record Report INPUT FORM
Three keys will be utilized in this process. They are [F5] to
save the record, [F6] to review the previous record and [FIO]
to SAVE the database and EXIT.
The Database Data Entry
To begin the DATA ENTRY process, let's look at the
following records that need to be entered in the database:
John Robert A Burt Young B
Rabsatt Sidney Boggs Olivia
John Richard and Mary Burt John and Cynthia
Tel: 123-4567(w) 321-7654(h) Tel: 236-6821(w) 321-7766(h)






Date: February 4, 1993
Francis Edward B
Rabsatt Sidney
Francis Vaneta and Reuben
Tel: 259-1237(w) 379-1331(h)
Date: February 5, 1993
Thompson Michael G
Rabsatt Sidney
Thompson Edwin and Ealsie
Tel 123-6634(W) 379-1122(h)





Date; March 4, 1993
Each of the above records have five lines. The first line is
the student name; second line, referring teacher name; third
line, parent name; fourth line, has both the parent work and
home telephone numbers; and the fifth line has the referral
date.
To enter the first record and the succeeding records,









Type in 'John Robert A' and press ENTER
Type in 'Rabsatt Sidney' and press ENTER
Type in 'John Richard and Mary' and press ENTER
Type in '321-7654'
Type in '123-4567'
Type in 'February 2, 1993' and press the [F5] key
REPEAT STEPS 1-6 FOR THE OTHER RECORDS
To SAVE the records you have entered in the database and
to sign off or move to another task in the database, the
following steps are in order.
1. Press the [FIO] key.
2. Press the ENTER key once to accept the given
default FORM DESIGN OPTIONS.
3. Press the ENTER key once to accept the option
SAVE.
4. Press the ENTER key once to accept the option
SAME NAME AND DISK.
5. Press the [FIO] key.
6. Press the ENTER key once.
7. Use the RIGHT ARROW key to select QUIT and
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press the ENTER key once.
8. Use the RIGHT ARROW key to select YES and
press the ENTER key once.
You have completed the DATA ENTRY task and can proceed to the
next section to understand how a report is generated.
Sorting the Database
A closer look at the records previously entered reveals
that they are not sorted. ENABLE provides the option for us
to sort the database using any of the created fields. It
should also be noted that the names were entered last name,
first name, and initial. To sort all the records by student
last name which is field SNAME, follow these steps. From the




4. Using the ARROW keys select 'SORT' and press the
ENTER key.
5. Enter the database name 'STUREC93' and press the
Enter key.
6. Press the ENTER key twice.
7. For Field 1: Type in 'SNAME' and press the
ENTER key three times.
8. In under one minute the database will be sorted
and you are ready for printing.
Generating a Report
To print a report from the database is a simple
procedure. We will print two reports: One, a printed copy of
all the records in the database, and two, one record from the
database. To print all the records in the database, try these
steps with the SORTED database STUREC93:
1. Use System
2. DBMS/Graphics
*3A. Report (If you are at the main menu) or
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*3B. Interact (If you are already in this menu)
4. Using the arrow keys select 'REPORT' and press the
ENTER key.
5. Enter the database name 'STUREC93' and press the
ENTER key.
6. Press the ENTER key two times and select printer.
7. Press Enter four times
8. In a few seconds all the records will be printed.
To print one record
1. Use System
2. DBMS/Graphics
*3A. Report (If you are at the main menu) and go to step
5
*3B. Interact (If you are already in this menu)
4. Using the arrow keys select 'REPORT' and press the
ENTER key
5. Enter the database name 'STUREC93' and press the
ENTER key, and at using form delete information and
press Enter twice
6. Select to SCREEN
7. Press the ENTER key once to bypass INDEX
8. Type in at the WHERE: SNAME=''SMITH SAUNDRA M”
and press the ENTER key three times.
The record of "Smith Saundra M" should now
be on the screen
9. For a printed copy press the PRINT SCREEN key.
You can now repeat any of the aforementioned steps for a
better understanding or you can sign off the computer by
following the below steps.
1. Press the [FIO] key
2. Press the ENTER key once to accept the given
default FORM DESIGN OPTIONS
3. Press the ENTER key once to accept the option
SAVE
4. Press the ENTER key once to accept the option
SAME NAME AND DISK
5. Press the [FIO] key
6. Press the ENTER key once
7. Use the RIGHT ARROW key to select QUIT and
press the ENTER key once
8. Use the RIGHT ARROW key to select YES and
press the ENTER key once
We have completed the design and construction of a database.
Also, we have printed a report. Any section of the database
48
that is not clear should be redone. The more involved you get
in the Database, the closer you come to becoming an expert.
Always remember that this manual is your ready reference. Keep
it close to your computer at all times.
Summary
The forms needed for the database were designed in the
previous three chapters. This chapter's primary purpose was
to instruct the user on making data entries. This process is
referred to as adding records to the database. It included
detailed instructions for making data entries, sorting the




!• The is used to enter records to the
database
2. Once you have booted the system and loaded the ENABLE
software package to use the database program, you must
select the program.
3. To alphabetize the database you must use the
command.
4. The alt and keys are used to print the
information visible on the screen.
5. The default form is used to from the
database.
6. The form is the first form of the
database to be designed and constructed.
7. To change information in a record, you must use the
command.
8. To print the database, one must make the following
selections: Boot system, , use
system, DBMS/REPORT.
9. The name of the must be given so that the
report form knows where the records are located.
From the database the user has the option to print all
the records or only record.
10.
CHAPTER 8
CONCLUSION AND PROJECT RECOMMENDATIONS
Conclusion
The concepts you have learned while working through this
manual will assist you in designing your own personal
database. The techniques and other information will prove
invaluable.
This chapter gives a brief overview of the procedure used
in creating a personalized database. It can serve as a quick
reference, but you must be reminded that though each step is
carefully covered in this manual, all strategies presented are
not repeated here. However, you can refer to appropriate
chapters for more detailed information.
Chapter 1, the introduction, gives an overview of
advancements in technology and explains how those advancements
can benefit the targeted population - school administrators.
It gives the intent of the manual and explain how the guide is
to be used. It includes explanations about the simplicity of
the software package used, gives procedures for using the
manual including expected results, and gives definitions of
key terms that will help the user better understand unfamiliar
terminology.
Chapter 2 presents a review of the literature used in the
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development of this manual. It brings credence to the work and
can serve as a reference for gaining a better understanding of
the evolution of the microcomputer and presents some of the
many software packages commonly used by educators.
Chapter 3 gets the user started developing his/her own
database. It is divided into three parts: Knowing Your
Database Software, Planing the Database, and Default Forms of
the database. Included in its discussion are references to the
availability of numerous software packages, why the writer
chose the Enable Software package, the first reference to the
three important personally designed forms that make the
database functional, and explanations of the database's
generating potential.
Chapters 4, 5, and 6 present detailed procedures for
designing the three forms necessary for creating a database.
The forms are: the database form, the input form, and the
report form. Chapter 7, The Database and Its Use, details how
to use the forms constructed in the previous three chapters to
provide and store information in a permanent and useful
manner.
After completion of this planning, designing,
constructing building, and report generating process; the
administrator is now in a position to expand, based on his or
her needs for the database. It is important during the
planning process that all foreseeable needed information be
included in the database definition. Once the database
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definition is completed, it is necessary to design an
appropriate input form for data entries. This allows the user
to add, delete, or edit records in the database. Likewise, it
is necessary or needed for the user to design and to construct
report forms to generate different reports. For example, for
our database sturec93 (see appendix) the following reports
were generated from the database using different report forms:
1. Listing of all records with all information
2. Listing of student referrals to main office giving
student names, parent names, and home telephone
numbers
3. Listing of parents of referred students to main
office giving parents^ name,parents' work and home
telephone numbers.
Recommendations
The ability to manage information needed is important in
the planning process. It allows the administrator easy access
to the information kept in records. From this database that
we have just completed, it is important that the user has a
sound understanding of all steps involved. The database,
STUREC93, is only a skeletal representation of a typical
database. From the knowledge gained by constructing STUREC93,
the administrator will be able to design his or her own
database.
The following recommendations are offered:
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1. Consider using an identification number as one of
the FIELDS
2. Consider the addition of other FIELDS for
demographic information and comments
3. Before you attempt to build your own database,
review the quiz at the end of each chapter. You
should score 90% or better.
4. Reconstruct all of the steps in each of the
chapters
5. If ever in doubt of the type of FIELD, it should be
identified as the TEXT FIELD.
6. Always carefully plan your own personal database.
7. Always when making the name field, have a field
using the first name and middle initial and a second
field using the last name
8. Always construct a backup file. This well copy your
database and protect you against the loss or
destruction of the original database
9. If the report you have design does not meet your
need, begin designing a new report in an attempt
to create one that well meet your need.10.Routine maintenance is very important. Perform it on
an as-needed basis throughout the life of your
database. It may be needed in three areas; problems,
adding and/or editing records, and file maintenance.
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Summary
The purpose of this chapter was two-fold. Each of its
two divisions, conclusion and recommendations, contains useful
information for the reader. The conclusion section can serve
as a reference for one needing a general review of the steps
involved in creating a database. It gives a brief overview of
the material covered in each chapter. The recommendations
section emphasizes the importance of learning how to manage
information and of understanding the steps involved in
creating a database. It also gives ten suggestions one may

























3. D. 8 Characters Long
4. A. lounce
5. C. BGRADE
6. A. Text Field
7. B. Numeric Field
8. B. Size


















1. D. Both A and B
2. A. Shift/ F9
3. B. Input Fonn/Database Form
4. C. EDA694
5. A. Report Form
6. B. Immediately After the Database Form
7. A. Field Code Names
8. C. Planning Table
9. A. Planning Table
















LIST OF ALL RECORDS IN THE DATABASE
63
Appendix B
LIST OF ALL RECORDS IN THE DATABASE
Student Name: JOHN, ROBERT A
Referring Teacher Name: RABSATT, SIDNEY
Parent Name: JOHN, RICHARD AND MARY
Parent Home Telephone: 321-7654
Parent Work Telephone: 123-4567
Date of Referral: FEBRUARY 2, 1993
REPORT FORM
Student Name: SMITH, SAUNDRA M
Referring Teacher Name: BOGGS, OLIVIA
Parent Name: YATES, LOUELLA E
Parent Home Telephone: 321-5234
Parent Work Telephone: 259-1432
Date of Referral: FEBRUARY 4, 1993
REPORT FORM
Student Name: FRANCES, EDWARD B
Referring Teacher Name: RABSATT, SIDNEY
Parent Name: FRANCIS, VANETA AND REUBEN
Parent Home Telephone: 379-1331
Parent Work Telephone: 259-1237
Date of Referral: FEBRUARY 5, 1993
REPORT FORM
Student Name: BURT, YOUNG B
Referring Teacher Name: BOGGS, OLIVIA
Parent Name: BURT, JOHN AND CYNTHIA
Parent Home Telephone: 321-7766
Parent Work Telephone: 236-6821
Date of Referral: FEBRUARY 10, 1993
REPORT FORM
Student Name: THOMPSON, MICHEAL G
Referring Teacher Name: RABSATT, SIDNEY
Parent Name: THOMPSON, EDWIN AND EALSIE
Parent Home Telephone: 329-1122
Parent Work Telephone: 123-6634
Date of Referral: JANUARY 11, 1993
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TO MR. S. LAVENDER'S OFFICE ON
PNAME
JOHN, RICHARD AND MARY
YATES, LOUELLA E
FRANCIS, VANETA AND REUBEN
BURT, JOHN AND CYNTHIA














NAMES OF PARENTS WHOSE CHILDREN HAVE COME TO SEE ME ON
04-02-93
PNAME PWPHONE. PHPHONE.
JOHN, RICHARD AND MARY
YATES, LOUELLA E
FRANCES, VANETA AND REUBEN
BURT, JOHN AND CYNTHIA



















Northway 10 Executive Park
Ballston Lake, New York 12019
Dear Sir or Madam:
I am an administrator in the Atlanta Public School System and
a graduate student at Clark Atlanta University in Atlanta,
Georgia working on my specialist degree in Educational
Administration. One of the requirements for this degree is to
write a thesis. My thesis is titled "An Entry Level Manual
For The Design Of A Student Database With Administrative
Advantages: Utilizing The Enable Integrated Software Package.
In researching this topic, I looked at several software
packages and found yours more conclusive in meeting my need.
I would like permission to use your Enable Software as a
demonstration. Additionally, I would like for you to send me
some three and one-half inch Enable Software student version
diskettes for the floppy disc to use during the demonstration.
Any cost for these materials can be billed to my above
address.
If you have any questions concerning these requests, please
call me collect at (404) 243-3199.









Northway Ten Executive Park




Thank you for your interest in Enable Software products-
Enclosed you will find a complimentary evaluation unit allowing
you to "Test Drive" our newest version. Enable 4.5. Enable is
powerful yet simple application software in a PC Lan environment.
Enable version 4.5 offers seamless data integration with only a
few keystrokes. The flexibility of pull-down menus combined with
complete mouse support and a wide range of feature
compatibilities make document creation an easy task. The
enclosed items will introduce you to the integrated power of
Enable computing.
The 4.5 evaluation package includes:






The evaluation disk set, a specially modified version of Enable
4.5, provides you with the full functionality of the 4.5 product
with the exception of SQL and Perspective 3D Graphics support,
and access to the legal/medical dictionary. Using this version
you can save a 50 x 50 matrix spreadsheet, a 600 line word
processing file and a 50 records database. While a file
exceeding these parameters can be created, it will only be saved
to the limits indicated.
For a speedy, concise overview of Enable's basic features, take
the "Test Drive." The clear, step-by-step instructions make
Enable easily accessible, even to a novice user.
"Test Drive" our newest and greatest Enable 4.5 program for 3
weeks. If you wish to purchase the complete program, we will
extend a one-time introductory offer of $295.00 for one copy of
Enable 4.5. I will call you during the evaluation period. In
the meantime, feel free to call me anytime at 1-800-888-0684.
Thank you for your interest in Enable 4.5 -- and for sharing your
comments!
Sincerely,
Enable Software Sales Representative
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